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SAMPLESNOTICE INAUGURATING AN OFFICE REPCRTS
HMANAGEMENT PROGRAM

SUBJCT:  Office of ABC Reports Maonagement Survey

1.

GENERAL

This Hotice sets forth procedures and responsibilities for & survey
oX current reporting reouirements in particpating with all AGENCY
components, preparatory to establishing a continmuing Office-wide
Reports Management Program,

2,

5C0FE

With the exception of those reporis and documents listed in
Enclosure 1, the survey shall include all recurring edministretivc

or management reports which Office of ABC compoments either yecuvire
from or prepare for:

Q.

fig

B

Other Heedquarters components, including those in the
Office of ARC,

fny continental or overseas field activity.
Eny organization (federal or private) outside the Agency.

RESPONSIBILITIES

The Chief, Admiplstrative Staff in collaboration with Mr.

of ABC Reports Mamagenent Officer, shall:

{L) Dirsect the survey by oroviding guldance end
interpretations,

{2) Serve as the colliection agent for survey
material.

(3) Review findings snd recommerndations resulting
from the survey, and econduet such additional
atudies ss deemed meecessaryv.

{4) Submit to the Director of ABC recormendations for elime
inating, simpiifying or otherwise improving reports.

Chiefs of Staffs and Divisions chali:

(1) Desigmte a porson to represcat hls component en
Toports manapoment matters,
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SAMPLE NOTICE TNAUGURATING AN OFFICE REPORTS
MANAGEMENT PROGRAM

(2) Direct that the survey be conducted within each
component under their zuthority.

(3) Review recormendetions and findings of subordinate
components,

(4) TForward survey material on each reporting require-
nment to the Chief, Administrative Steff, prior to

T

PROCEDURE

dnventory and Appraisel -- Enclosure 2 provides detailed
instruments for the inventory and appraisal of reporting
requirements. Additional copies of this guide and the forms
to be used during this survey may be obtained from the
Administrative Staff, extension 123,

Approyal of New or Revised Reporting Reguirements - Effective
immediately, any proposal originated in the Office of ARC

to establish a new reporting requirement, or to revise an
existing one, shall be submitted through the Chief, Administrative
Staff, to the Director of ABC for approval, Form No. L2
(Enclosure 3) in duplicate shall be used.

Regusstg for Repgrts Received from Compopenmts Outside the
Office of ABC = All requests received directly from components
ocutside the Office of ABC shall be brought to the attention of

the Chlef, Administrative Staff,

CONTINUATION OF TIE PROGRAM

This Notice will be rescinded by an Office Regulation upon completion

of the reports survey, At that time, policies, responsibilities, and
procedures for a continuing Office-wide reports management progrem will
be established. Suggestions for & program to meet owr needs are invited.

¥. R. WRIGHT
Director of ARC

Enclosures:

1. Types of Reports and Documents

Exenpted from the Reports Survey

Zo Procedures for Comducting the

Reports Management Survey
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TYPES OF REPORTS AMD DOCUMENTS EX:MPTED
FROM THE OFFICE OF ABC REPORTS MANAGEMENT PROGRAM

1. Formal reports of audit, survey, or investigation by edministrative i
bodies appointed for that purpose. However, recurring resorts initiated =
by such bodies to obtain data are not exempt,

2. Comments and/or concurrences es part of routine clearance of preposed
actions, requisitions, or publicstions.

3. Ageney budpet requirementss
a, The anmal estimate or request for funde required by law. This
exenption does not include periodic collections of data used to
develop or supplement budget estimates or fund requests.
b, Reports upon spportionment and zllocation of appropriated funds.

4o The following operating documents:

Accounting records Identification
Affidavits Leases
Agreements Liens
Announcements Oaths of office
Applications ©OY requests Payrolls
Authorizations Permits
Bids Performance bonds
Bills of lading Receipts
Certifications Receiving-and-inspection formsg
Claims Requisitions
Bills Sales slipas
Contracts and initial Shipping orders

allied papers Speeifications
Depositions Statements of witnesses
Guarantees

This exemption covers only the actual operating documents themselves,
Reports concerning progress in preparing, numbers processed, etc., are
not exempt,
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PROCEDURES FOR CONDUCTING THE CFFICE OF ABC
REPORTS MANAGEMENT SURVEY

GENRRAL

The reports survey 4is an ossentlial step in establishing

the Offlece of ABC Reports Managemenl Progrsm, It provides
the foundation, that iss (1) A couplete description ard
ecnse history of each reporting rsquirement, and (2) an
analysis of these requirements to polnt up reporting de-
ficienoiss and ways to corvect them. In addition, the
survey will provide experience on which to base policles
snd procedures for continuing this program. The importsncs
of this survey thus dietates that persons selected to
vartielpate should bave a broad knovledge of thelr compuent's
veporting requirements, and be qualifled to analyze them
objectively for prossible improvementa,

DEFINITIONS

Report - An account or statement of information in writien
warvative, tabular, punch caxd, or grephic form, transmitted
from one organizetlomal element to enotber in response to an
expressed or assuned need for informatlion.
Administrative or Mapagement Hennwt - A weport that provides
for administrative or menasgemoni control over an activity or
operation, as distingulshed f¥om an operationel or intelligence
report.

Recurripe Repory - Either a porledis report which conveys
essentislly the same type of imformation st preseribed
intervals (daily, weekly, monthly, ete.) or a gitvation
report which is prepared on each occurrence of an event
of eertein preseribed charactaristics,

Bequired Revort (Incoming Report) = 4 seport which e
component requires from one or more other elements.

The roport 1s su laconing report to the offlce which vequires
it.

Prepaved Report {Onteoing Report) - A report which a component

FESADEY SRR, w5 e oot B

vrepares at the request of emother slement. The repert is an
outgoing report from the office which prepares it.
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PROCEDURES FOR CONDUCTING THL QOFFICE OF ARG
REPOATS MANAGEMENT SURVEY - Continued

3, THE INVENTORY

8, The following action shall be talien on eech current re-
guirement for either @ reguired or prepared reports

{1) Complete an original end or: copy of ¥orm Ho. 521,
Report Survey (Attachment £j.

{2) To the original of ecach Repurt Survey, attach a copy
of each directive having a lcaring on the report, a
specimen copy of the repord, and any other descriptive
material,

he It will be necsssary to fwrnish coples of directives
{authorities) issued as Agenay or Office of ABC regulatory
waterial,

4o THE APFRAISAL

4. Personnel shall appraise ench rejorting requiremeont simmil-
tensously with teking the inventory. The need for requived
roports will be fully justified. Prepared reports shell
e examined with a view %o improving prepsrstion procedures,
ad recormending to requiring or'fices, wey to reduce or
aimplify reportingo

h, TForw No. 521 contains guestions vhich establish criteria
for eppraising reporis. Additiovel guidence may be found
in Attuchment B, TAnalyzing Requirements for Adminlstrasvive
or Management Reports," coples of which may be obtalined
from the Administrative Staff,

5, SUBISSION OF INVENTORY ARD APPIALSAL MATERIAL

Completed Repurt Survey forms, togeiher with supporting naterial
and recormendations, shell be forwarided through supervisers ard
somporent ehiefs for review, perior tc being sttmitted to tha
Ohief, Administrative SLalf DY _.oe ommmues®

ATTACHMENT Ss
he Yorm Mc 521, Reporl Survey

B, "inslyzing Requiremsuts for

Administrative or Manapse
ment Reportsh
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